PRINTING A POSITION DESCRIPTION
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8. Inthis example there are two records. List Display KY Position Des - IT
Choose the first record and click the

Choose button to view the =

. Paosition 95120V0001 .. | Administrati
Position Description for that validity Planning Status Active
date. KY Position Des - IT 9102

End Date Start date A ASSLFHhPKDW Add

-
D}.EHSIHSSSSJ f15/52012 0 X K Mo X
02,14,2012 0170171900 X | X o M

[ Infotype Edit Goto View System Help
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Display KY Position Des - IT 9102
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9. Choose the Print button B — N
Pasition 96120V0001 .. | Administrative Specialist II
Planning Status Active
Validity 02/15/2012) to 12/31/9999 Id}{’ Display change infor

KY Position Des - IT 9102
Statement of Duties: Briefly state the main function of the job.

Performs Rdministrative Duties for the Division of Technical Management.

10. This will actually prompt you to Savein: | [ Deskiop | BEEE]
) o —
save the PD as a PDF file. (We S > =
i [ | Computer
recommend that you create a Recent Places | | [NM| <yt Folcler
folder on your desktop to " E.«. Network
. . | Syst Folder
temporarily store these in.) [ Dekdop ) l\r e
= Adobe Reader X
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File name: Desc{3004 pd -
Save as type: Al Files (=) - Cancel
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11. Once saved, the Position Description will automatically open in the PDF form.

- _ ~,
ﬁ] KY_Pos_Desc(30043727).pdf - Adobe Reader o l ==l éj
| File Edit View Window Help x
ROBEE@|+ @)@ @[]+ Tooks | commen
. =
' Kentucky Personnel Cabinet
|
- - - -
Position Description 3
Position Number: 20043727 - Administrative Specialist 11
Position Description Effective Date: 02/15/2012 to 12/31/9999
Employee Name Personnel Number Supervisor Position Number
Lewis , Lucy D 00192106 30043789
‘COrganizational Title COrganizational 1D Organizational Short Text
Office of the Secretary 10101919 35605
Employee Group Personnel Subarea Employee Effecij\.re Date
B - Non-Chapter 1000 - FT Exempt O7/01/2011 to 12/31/9999
Job Title Job ID Job Short Text
Administrative Specialist || 20001826 96120000101
Statement of Duties: Briefly state the main function of the job
| ‘Perfomls Administrative Duties for the Division of Technical Management. |
Task No:1
Provides Administrative Support to Division Staff by Routing Incoming Phone Calls and 0%
Requests and Assisting With Delivery of Division Mail According to Interoffice -
%

12. Within the PDF choose your Print button | and select your preferred print
location.

13. Once you have printed the PD exit out of the PDF.

14. In KHRIS click the Back .E:-. button.



15. To view and print the Position
description for the second record
click on that validity date and click
the choose button.
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16. Choose the Print button 8
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Display KY Position Des - IT 9102
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Position 96120V0001..  Administrative Specilist II

Planning Status Active

Validity 0170171900 to 02/14/2012 |62{= Display chanage infor

KY Position Des - IT 9102

17. In this example there were
multiple holders of this position
with the same Position
Description, you will have to
choose which employee’s PD you
want to print. Double click on the
desired Perner.

Statement of Duties: Briefty state the main function of the job.

H tE’erfm:ms Administrative Duties for the Division of Energy Services.
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Print Position Description
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Edit Goto  Sefttings System  Help
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Print Position Description

Commonwealth of Kentucky
Program ZPA_PRINT_POSITION_DESCRIPTION

System ECQ

Run Date 03/28/2012

Period Start Date 01/01/1900
No. Records 2

Client 400
Run Time 04:53:37 PM
Period End Date 02/14/2012

Pers.Mo. Start date End Date
[ 185532j 03/02/2011  04/30/2011
192106 07/01/2011  12/31/9999

Mame Pers.area EE group Subarea  Position
Sims , Daisy F 0001 A 4001 30043727
Lewis , Lucy D 0001 B 1000 30043727
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Save As
Savein: | Bl Desktop - |§”:l
= T "
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=~ § | Computer
 Hecent Places | | 558 J_' System Folder
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Desktop L System Folder
i - Adobe Reader X
18. Once again, you must save the PD. = B fedobeR
Libraries 194 KB
—— desktep.ini
[';,.L...hl Configuration settings
174 bytes
& % Emergency Procedures
= Shortcut
‘.ﬁ @ 1.26 KB
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File name: - Save
Save astype: Al Files (=% - Canicel
19. Once saved, the Position Description will automatically open in the PDF form.
r
i KY_Pas_DeS5565c(30043727).pdf - Adobe Reader — [E=EEE
| File Edit View Window Help x

5 Tools | Comment
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Kentucky Personnel Cabinet
Position Description M

Position Number: 30043727 - Administrative Specialistil
Position Description Effective Date: 01/01/1900 to 02/14/2012

Employee Name Personnel Number Supervisor Position Number
Sims , Daisy F 00185532 30043725

Organizational Title Crganizational ID Organizational Short Text
Division of Employee Management 101056388 RATY3

Employee Group Personnel Subarea Employee Effective Date
A-1BA 4001 - AHC-FT NExmpt 03/02/2011 to 04/30/2011

Job Title Job ID Jab Short Text

Public Utilities Financial Analyst IV 20001659 91450000101

Statement of Duties:; Briefly state the main function of the job

Performs Administrative Duties for the Division of Energy Sernvices.

Task No:1

Provides Administrative Support to Division Staff by Routing Incoming Phone Calls and 0%
Requests and Assisting With Delivery of Division Mail According to Interoffice A
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20. Within the PDF choose your Print button Q‘ and select your preferred print
location.

21. Once you have printed the PD exit out of the PDF to return to KHRIS.

[ Lst Edt Goto Settings System  Help

1] A H QR EHE DO EAE ¢
22. To print the second holders PD Print Position —
Double click second Perner and .
repeat steps 17-21 & &% ¥ QTiE =

Print Position Description

Commonwealth of Kentucky
Program ZFPA_PRINT_POSITIOM_DESCRIPTION

System ECQ Client 400

Run Date 03/28/2012 Run Time 04:53:37 PM

Period Start Date 01/01/1200 Period End Date 02/14/2012

No. Records 2

Pers.Mo. | Start date End Date Mame Pers.area| EE group Subarea  Paosition

185532 03/02/2011 04/30/2011 Sims , Daisy F 0001 A 4001 30043727
:— 192106—: 07/01/2011 12/31/9999 Lewis , Lucy D 0001 B 1000 30043727

23. You have successfully Printed a Position Description from KHRIS.



